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Job Description 

Governance Professional (Peripatetic)


	Department 
	Governance Service

	Service 
	Education Strategy Service

	Grade
	F

	Reports to
	Supervisory Governance Professional

	Responsible for 
	No responsibility for staff management



	Job Purpose 

	To support governing and trust boards by delivering high-quality clerking services, ensuring compliance with statutory and regulatory requirements. To provide professional governance administration, advice, and accurate record-keeping that supports effective leadership and decision-making.


	Context 

	The Governance Professional Service is part of Norfolk County Council’s traded services offer, supporting schools and trusts across the county. Governance Professionals work independently with school leaders and boards to deliver flexible, high-standard administrative and advisory support that meets the needs of educational governance.




	Accountabilities 

	Provide professional clerking services to governing and trust boards, ensuring meetings are properly convened, quorate, and compliant with regulatory frameworks.


	Work with Chairs and senior leaders to plan a forward programme of meetings, ensuring agendas and associated papers are prepared and distributed within set deadlines to meet statutory and operational requirements.


	Attend and professionally minute governance meetings, including evening meetings, accurately capturing decisions, actions, and challenge.


	Maintain accurate records of governance membership, attendance, and pecuniary interests, supporting compliance with legislative requirements.


	Advise boards on governance procedures, good practice, and compliance matters, promoting effective governance.


	Manage own workload and deadlines independently, ensuring flexible working arrangements meet fixed expectations for documentation and meeting attendance.


	Confidently use digital platforms and Microsoft Office applications to produce professional governance documentation, communicate with stakeholders, and complete administrative tasks including training, expenses, and performance records.


	Build and maintain effective, professional relationships with Chairs, senior leaders, governors, and trustees, representing the Governance Professional Service to a high standard.


	Commit to ongoing professional development through training and service briefings, maintaining up-to-date knowledge of governance regulations and practice.


	Promote and safeguard the welfare of children and young people by working in accordance with statutory requirements and Norfolk County Council policies.




Person specification

	Skills and abilities:
	Essential (ü)
	Desirable (ü)

	Excellent written and oral communication skills.
Ability to organise time effectively, prioritise work, and meet strict deadlines independently.

High level of attention to detail and accuracy in written records.

Ability to work flexibly to meet the needs of governing boards, including attending evening meetings.

Confident use of digital platforms and Microsoft Office applications for document production, communication, and administrative processes.

Ability to work methodically, independently, and exercise sound judgement when managing workload and governance procedures.

Ability to build and maintain professional working relationships with a wide range of stakeholders.

Commitment to ongoing professional development and willingness to update knowledge and skills regularly.

Ability to respond promptly and professionally to communications and requests from Chairs, leaders, and governance service managers

	
ü


ü


ü



ü



ü



ü


ü


ü
	

	Knowledge/Experience
	Essential (ü)
	Desirable (ü)

	Experience of providing administrative support in a professional environment.

Experience working with highly detailed procedures and maintaining confidentiality.

Experience of working independently to manage tasks and meet fixed deadlines.

Experience using IT systems for communication, document sharing, and workflow management.

Experience of preparing agendas and taking minutes for formal meetings.

Experience supporting governance in an education setting.

Knowledge of statutory frameworks and best practice relating to school governance.

	ü


ü


ü



ü
	











ü


ü


ü

	Qualifications
	Mandatory (ü)
	Indicative (ü)

	NVQ Level 3 in Administration or equivalent qualification, or demonstrable equivalent skills and experience, including good standards of literacy and numeracy.

	
ü
	



This post is subject to an enhanced Disclosure and Barring Service (DBS) check and the post holder must be suitable to work with children and young people.

	The Council’s values 
· Accountable – We are honest and accountable.
· Inclusive – We champion inclusivity and equity.
· Ambitious - We want a better future for Norfolk.
· Trusted – We build and maintain trust.



	Other Job Information (special factors or constraints and physical requirements or environmental conditions that the job holder will encounter, including how long they last and how often they occur)

	· The post holder must be able to work flexibly to meet the needs of governing and trust boards, including attending evening meetings as required.

· While working hours for document preparation are flexible, there are fixed deadlines for issuing agendas, papers, and minutes which must be met without exception.

· The post holder must have the ability to travel independently to school and trust sites across Norfolk, including locations not always accessible by public transport.

· The post holder must have a reliable internet connection and be able to use the laptop and digital systems provided by Norfolk County Council to complete their duties remotely.

· The post holder represents the Governance Professional Service and is expected to maintain high standards of professionalism, confidentiality, and customer service in all interactions.




	General Information
· The job description details the main outcomes of the job and will be updated if these outcomes change.

· All work performed/duties undertaken must be carried out in accordance with relevant County Council and Departmental policies and procedures, within legislation, and with regards to the needs of our customers and the diverse community we serve. 

· Job holders will be expected to understand what is meant by safeguarding vulnerable groups (children, young people and adults) and how to raise concerns.

· Job holders will be expected to be flexible in their duties and carry out any other duties commensurate with the grade and falling within the general scope of the job, as requested by management.




Last reviewed on: 14 June 2024
		Approved By: Director for People
		Version number: 160


Page 2 of 2
image1.tif




image2.png




image3.png




image4.png




image5.png
Norfolk County Council




